
FOR AGENCY USE - 
rpplication Date 

wpliwtion Number 

656-6319 Larry Callaway Coordinator 
1. Action Requested 

1. Agenw Address FOR RECORDS MANAGmENT USE 
Department of Education Appliwtiw Number 

8 2 -  1 %  Office of Instructional Services 
Division of Special Programs 
Program for Exceptional Children Date Received Oate Complered 

1. Dates of Series 
iarliest Latest 

FY 75 I Present 

Included are: Annual reports containing the overview of the monitoring process, 
results of comprehensive monitoring activities, cmmparison of 
previous years total comprehensive monitoring, and future directions 
and summary report. 

5. Records Series Title /followed by title ured in office: if different) 

Special Educational Programs Annual Report Files 

File . .  is arranged: ch,ronologicaliy~ by f isca'l' y&ar . 
5. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old -. 
twenty-five months and older ' I  ~. 

). Annual Rate of Accumulation of Remrdr 
; Legalkife drawers ;Shelves ;Other [specitvl 1 report per year 

. \ 
Lettersize drawers 
: . -. . . ... - ...- ?. - -  ~~h\.. 

.. . 

R- -50 -? i ;  Rev.  76 .. tovsrl- 



- 
- -1 YES [ NO I 10. Qlestionnaire (Place an "X" in the proper column) 

f 
X 

a. Is this the official copy of the series? 
If not. where is it? 

b. Does the series contain confidential information requiring security handling? If yes, eke b w  or regulation. 

c. Is this a vitalrecord? 
d. Does th is  series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep ttk entire file for a long period, could these 

documents be scheduled separaelv? 
f .  Is the information m d m d  in this series ever published? If  ves. attac h WDL 

g. I s  the information contained in this series ever analyzed andlor recorded in a summarized report? 
If yes. attach MDV. 

h. I s  there a duplication of this series in your office, or in another office or agency? 

11. Retention Requirements The following requires the series to be kept: 

a. State Law . d. Audit period years. 
b. Statute of limitation e. Administrative need -years. 
c. Federal law f. Federal retention instructions 

Attach copy or excert of laws or regulations. Explain administrative need. 

Based on administrative reference requirements. 

s agency recommends that the file series be cut off at  t h e  end of each: 
Calendar Year; Fiscal Year: 0 Other 

0 Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Reoords Center: hold 
0 Destroy. 
B Transfer to State Archives for permanent retention. 
B Other (Specify1 

monthk.) - yeark); then 
yearis); then 

yearb); then 

Office Reference Copy -Hold in current files area until no longer needed for 
reference: then destroy. I 

These instructions apply to all prior and future accumulations of the series. 4 
Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 

I Attorney GeneralIDesignee 
IRef+wuSids) Y AR--50-71: RN. 76 


